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Secretary's  Report  on  Library  Policy  and  Its  Format 


The  Library  Commission  has  adopted  and  revised  its  policies  in  a 
number  of  areas  over  several  years  in  an  informal  and  largely  "as 
needed"  manner.  Some  of  these  policies  are  detailed  and  very  specific, 
while  others  merely  reflect  a  general  and  often  very  brief  policy 
response  to  a  particular  situation.  A  listing  of  all  identified  current 
and  pending  librarv  nniicies  is  attached. 
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Additionally,  a  review  of  the  issues  addressed  in  the  policy 
handbooks  used  by  other  major  library  systems  may  identify  additional 
matters  where  formal  policy  development  may  be  warranted.  A  formal 
Library  Commission  Policy  Handbook,  available  to  staff  and  the  public 
could  then  be  produced. 
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Secretary's  Report  on  Library  Policy  and  Its  Format 


The^Library  Commission  has  adopted  and  revised  its  policies  in  a 
number  of 'areas  over  several  years  in  an  informal  and  largely  "as 
needed"  manner.  Some  of  these  policies  are  detailed  and  very  specific, 
while  others  merely  reflect  a  general  and  often  very  brief  policy 
response  to  a  particular  situation.  A  listing  of  all  identified  current 
and  pending  library  policies  is  attached. 

Most  often  policies  adopted  are  simply  reported  in  the  agenda  and 
minutes  of  the  particular  Commission  Meeting  where  they  are  debated  and 
adopted.  A  result  of  this  approach  has  been  that  there  is  a  great  deal 
of  variety  in  the  ways  the  Library  Commission's  policies  are  expressed. 
Additionally  because  there  has  not  been  a  comprehensive  approach  to 
developing  policies  there  are  many  areas  of  concern  for  which  no  policy 
has  been  developed.  This  unstructured  approach  to  policy  development  has 
resulted  in  difficulties  at  times  in  determining  what  existing  policies 
are  or  if  any  policy  exists  addressing  a  particular  issue. 

The  lack  of  a  consistent  format  contributes  to  misunderstandings 
and  difficulties  on  the  part  of  library  staff  and  patrons  in  determining 
exactly  what  is  policy  in  some  areas. 

Attached  are  examples  of  the  kinds  of  library  policies  and  policy 
language  formats  used  by  several  other  library  systems.  These  models 
reflect  a  variety  of  ways  in  addressing  this  issue  from  fairly  simple  to 
very  detailed.  I  suggest  that  the  Planning  and  Policy  Committee  review 
these  models  and  any  others  that  may  be  presented  and  propose  a  policy 
format  to  the  full  Commission  at  its  December  Meeting. 

Additionally,  a  review  of  the  issues  addressed  in  the  policy 
handbooks  used  by  other  major  library  systems  may  identify  additional 
matters  where  formal  policy  development  may  be  warranted.  A  formal 
Library  Commission  Policy  Handbook,  available  to  staff  and  the  public 
could  then  be  produced. 
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SFPL  Commission  Policies  List 

Civil  Service  Commission  Policy  on  Employment  of  Persons  with  Disabilities 
(Approved  -  12/5/95) 

Policy  for  Using  Viewing  and  Listening  Stations  (SFPL-130  -  6/4/96) 

Proposed  Policy  for  Changing  the  Name  of  a  Branch  Library  (Draft  -  5/16/96) 

Holiday  Closing  Policy  (Amended  -  9/5/95) 

Collection  Development  Plan  (3/95  -  not  approved) 

Policy  on  responding  to  communications 

Development  Policy  (Adopted  - 1/2/90) 

Electronic  Mail  Policy  and  Procedures  (Draft  - 1/95  ?  ) 

Exhibitions  Policy  (Approved  - 10/18/95  ? ) 

Fee  schedule  (Implemented  -  7/1/94) 

Internal  Communications  Policy  (Revised  - 10/3/93) 

Policy  Recommendations  for  Internet  Use  (Online  Database  Committee  - 

3/8/95) 

Civil  Service  Commission  Policy  on  Language  Diversity  (Adopted  - 11/6/89) 
Meeting  Room  Policy  (Adopted  -  7/2/96) 
Notice  to  Our  Patrons  (Revised  - 12/4/90) 
Public  comment  policy  (Approved  - 10/4/94) 

Policy  for  Posting  and  Distributing  Posters  and  Pamphlets  (Adopted  -  9/5/62) 
Main  Library  Reference  and  Referral  Policy  (Adopted  -  5/4/95) 
Policy  on  Official  Minutes  (Adopted  10/7-/97) 

Policy  on  Holiday  Eve  Closure  &  Policy  on  Grants  (Pending  Adoption) 

10/24/97 
M.  Housh 


partners  and  collaborators,  is  very  exciting  and  appropriate  for  a  public  institution 
in  this  City.  How  do  we  make  these  kinds  of  community  partnerships  part  of  how 
we  do  business  and  not  an  ad  hoc  arrangement?  The  Commission  adopted 
some  guidelines  for  community  advisory  groups  some  years  back  but  it  is  a 
restrictive  document,  reflecting  staff  discomfort  at  the  time.  Any  formalized 
dialogues  need  to  start  from  a  position  of  mutual  respect.  Such  groups  do  not 
have  to  be  part  of  the  Commission  but  could  work  directly  with  staff,  the 
Foundation  or  Friends  with  periodic  public  reports.  This  is  an  important  effort  to 
reach  out  broadly  in  the  community  and  keep  the  institution  vibrant  and  relevant. 

7.     The  Office  of  the  Library  Commission  needs  to  codify  all 
Commission  policies  and  develop  a  more  responsive 
system  for  handling  letters  and  inquiries  from  the  public. 

The  records  of  the  Commission  are  often  hard  to  review  in  terms  of  policies. 
While  information  may  be  in  the  minutes,  there  is  not  a  single  reference  source 
on  policies.  With  the  passage  of  the  1996  Charter  Amendment  it  is  critical  that 
special  efforts  go  into  pulling  together  ail  past  commission  policies  in  a  format 
which  is  easy  to  use.  It  should  then  be  examined  for  holes  and  inconsistencies. 
The  new  Five  Year  plan  could  help  point  up  areas  of  work  for  the  Commission. 

At  the  same  time,  the  Commission  receives  a  variety  of  letters  from  the  public 
raising  specific  questions  and  issues.  Commissioners,  as  volunteers,  do  not 
have  the  time  or  resources  to  research  and  respond  to  all  of  them.  This  should 
be  done  by  the  Secretary  to  the  Commission  with  assistance  from  staff  members 
with  the  appropriate  expertise.  A  more  effective  process  needs  to  be  developed 
rather  than  the  current  ad  hoc  system. 
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SAN  FRANCISCO  PUBLIC  LIBRARY 
INTERNAL  COMMUNICATIONS  POLICY 


The  library  administration  encourages  the  exchange  and  sharing  of 
library-related  information  among  staff .     The  procedures  below 
outline  the  formats  for  written  and  verbal  communications  within 
the  library  system. -  All -authorized  vehicles -of  communication  — 
within  the  library  system  are  for  the  purpose  of  library  business 
only,  and  should  not  be  used  for  personal,  union,  or  non-Library 
business.     All  staff  are  expected  to  use  the  communications 
systems  in  a  courteous  and  responsible  manner. 

I .      Written  Communications 

A.  Electronic  Mail  (E-MAIL) 

Electronic  mail  is  an  immediate  and  direct  method  of 
communication.     Procedures,  staffing  and  coverage  issues, 
materials  selection  issues,  and  other  library-related 
information  may  be  shared  among  managers  and  staff  by 
electronic  mail.     Library  administration  and  management  may 
choose  this  vehicle  to  deliver  news  and  information  either 
system-wide  or  to  specific  managers  or  staff .  E-Mail 
versions  of  the  Staff  Bulletin  and  Personnel  Office  Notes 
will  be  transmitted  to  all  staff  on  an  as  needed  basis . 
Staff  members  who  wish  to  transmit  messages  of  system-wide 
significance  to  all  sites  must  obtain  prior  permission  from 
the  appropriate  Chief,  or  relay  the  message  through 
Community  Relations .     All  worksites  should  check  E-Mail  for 
important  messages  2-3  times  a  day. 

B.  Interoffice  mail/Branch  delivery 

Book  and  subject  requests  (409 's),  book  lists,  reserve 
books ,  postings ,  program  forms ,  minutes  and  agendas ,  and 
other  library  information  and  materials  are  picked  up  and 
delivered  from  Main  departments  to  other  Main  departments, 
Main  to  branches,  branches  to  Main,  and  among  branches  on 
weekdays.     All  delivery  systems,  including  BALIS  delivery, 
are  for  library  business  use  only. 

C.  FAX 

Time  specific  and  urgent  documents  related  to  library 
business  can  be  transmitted  by  facsimile  to  and  from  the 
following  sites:     Chinatown,  Mission,  and  Western  Addition 
Branches,  Extension  Services  Department,  Administration,  and 
Main  Library,  Chief  of  Main's  Office. 


D.       Staff  Bulletin 


The  Staff  Bulletin  is  the  official  publication  for  sharing 
non-personnel  related  news  and  library  information.  All 
staff  are  encouraged  to  share  resources  and  contribute 
articles  of  professional,  personal,  and  educational  interest 
to  the  Staff  Bulletin. 

E.      Personnel  Office  Notes 

The  Personnel  Office  Notes  records  personnel  actions , 
including  new  and  departing  employees ,- assignment  requests, 
and  placements .     Changes  in  Civil  Service  rules ,  information 
about  employee  benefits,  staff  recognition  issues,  and  job 
announcements  from  other  agencies  are  all  included  in  the 
Personnel  Office  Notes. 

II.     Verbal  Communications 

A.  Voice  Mail 

Voice  mail  is  another  method  of  direct  and  instant  delivery 
of  library  related  information.  Routine  telephone  courtesy 
should  be  practiced  when  leaving  voice  mail  messages. 

B.  Telephone 

Routine  telephone  courtesy  should  be  practiced  at  all  times . 
This  includes  answering  all  incoming  calls  in  a  businesslike 
and  courteous  manner.     When  it  is  appropriate  to  transfer  a 
call  to  another  department  or  individual,   let  the  caller 
know  the  call  is  being  transferred  and  to  whom.  Identify 
yourself  and  the  nature  of  the  call  to  the  department  or 
individual  to  whom  the  call  is  being  transferred.     Do  not 
transfer  angry  or  irate  patrons  to  another  department  or 
individual  without  intervention  and  explanation. 

.C.  •  Meetings 

Policies,  procedures,  trainings ,' prof essional  discussions, 
materials  selection,  news  and  other  matters  relating  to 
library  operations  are  covered  at  regularly  scheduled 
meetings,  such  as  Branch  Heads,  All  Staff,  Children's,  Main 
Department  Heads ,  Technical  Services  Department  Heads ,  Main 
Staff,  Automation  User's,  Branch  Clusters,  etc.  Staff 
scheduled  to  be  on  duty  at  the  time  a  meeting  takes  place 
are  expected  to  attend  those  meetings  with  agendas  which 
fall  within  their  scope  of  responsibility,  unless  they  have 
permission  from  their  supervisor  prior  to  the  meeting  to  not 
attend . 
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DATE:    March  23,  1995 


TO: 


FROM: 


Administrative  T 


E.  Hope  Haye 


f  of  Main 


SUBJECT:      Policy  Recommendations  for  Internet  Use 


The  attached  recommendations  were  developed  by  the  Online 
Oatabase  Committee.    Please  review  them  for  discussion  at  the 
next  Direct  Services  meeting,  which  will  be  scheduled 
immediately  following  the  opening  of  all  facilities  under  the 
Library  Preservation  Fund's  mandate. 

A  special  thanks  to  the  Online  Database  Committee  for  their  work 
on  this  project. 


xc.    Online  Database  Committee  Members. 


ODC  O  Online  Database  Committee 
San  Francisco  Public  Library 


March  8,  1995 


Carol  Coon. 

Business  Science  &  Documents  jQ.  HayeS 
email  CarolC  ~  J 


David  Dale, 
Manna  Branch 
email  Marmgr 

Mark  Hall 
Mission  Branch 
emastMischild 

PatHalL 

An  Music  and  Recreation 
email  PatH 

Mike  Hoffman. 
Automation  Services 
email  Mikeh 

ohn  Kenny, 
Business  Science  &  Documents 
email  JohnK 
Co-Chatr 

Steve  McLaughlin, 
Automation  Services 
email  SteveM 

Cathy  Nyhan. 
General  Collections 
email  CathyN 
Co-Chair  ~ 

Elsie  Wong. 
Chinatown  Branch 
email  Chimgr 


From:  Online  Database  Committee 


Re:  Policy  recommendations  for  Internet  use  by  the  public  and  the  staff 


1.  What  extent  of  free  access  should  SFPL  provide  for  the  public? 

Any  access  we  offer  to  the  public  should  be  free  of  charge.  Some 
access  issues  will  be  determined  by  technical  limitations.  For  example, 
Mosaic  and  other  multimedia  capable  browers  will  only  run  on  special 
work  stations  running  Windows  with  lots  of  memory— our  present  DEC 
terminals  aren't  capable  of  running  these  programs,  nor  are  the  present 
EBSCO  work  stations  without  some  additional  hardware. 

Apart  from  the  technical  limitations,  the  public  should  have  access  to 
the  World  Wide  Web  with  its  built  in  capabilities  to  telnet  and  gopher 
but  not  to  FTP  or  their  own  personal  e-mail  accounts.' 


2.  "If  initial  public  access  is  limited  and  additional  components  are 
added  incrementally,  in  what  sequence  should  these  components  be 
added? 


The  first  priority  should  be  access  to  local  libraries.  Additional 
current  Bay  Area  information  (current  events,  continuing  attractions) 
should  be  offered  as  well  as  full  text  reference  sources  such  as 
Shakespeare  plays,  White  House  press  releases,  dictionaries,  and  ency- 
clopedias. 


Civic  Center,  San  Francisco,  CA  94102 


ODC  O  Online  Database  Committee 


(Internet  Policy  Recommendations  continued) 


3.  What  components  might  be  made  available  for  a  fee?  How  would  users  pay  for  fee- 
based  access?  What  would  fees  cover? 

No  components  should  be  made  available  for  a  fee.  In  the  future,  perhaps  SFPL  could 
become  an  Internet  service  provider  and  offer  full  access  to  the  Internet  for  a  fee. 

4.  For  free  access  should  there  be  usage  time  limits?  For  fee-based? 

Usage  time  limits  should  be  determined  by  the  individual  department  or  branch. 

5.  Should  SFPL  provide  access  for  other  City  agencies?  Limited?  Unlimited?  For  a  fee? 

Other  City  agencies  should  have  the  same  free  access  as  the  public.  The  committee 
does  not  recommend  serving  as  an  Internet  host  provider  and  dispensing  Internet  ad- 
dresses to  other  City  agencies.  This  type  of  service  would  require  a  significant  increase  in 
staff. 

6.  Which  components  of  the  SFPL  online  network  should  be  made  available  to  other 
Internet  users? 

Other  Internet  users  should  have  the  same  access  to  SFPL's  online  network  as  the  dial 
in  users. 

7.  Knowing  that  SFPL  staff  will  have  Internet  access  through  their  DRA  email  addresses, 
should  SFPL  absorb  all  expenses  incurred  or  set  limited  accounts  for  expenses  outside  the 
norm? 

SFPL  should  absorb  the  expenses,  but  an  effort  should  be  made  to  monitor  system 
resources,  possibly  through  disk  space  allocations. 

8.  Other  issues.  — 

A.  Several  work  stations  that  offer  a  graphical  interface  to  the  Internet  such  as  Mosaic  or 
Netscape,  should  be  made  available  to  the  public  in  the  Main  Library. 

B.  Internet  access  should  be  made  available  to  the  staff  before  it  is  offered  to  the  public.  A 
training  program  for  the  staff  provided  by  BALIS  or  other  outside  Internet  trainers 
should  be  initiated  as  well  as  a  set  of  criteria  describing  "Internet  literacy". 


POLICY  ON  LANGUAGE  DIVERSITY 


The  San  Francisco  Public  Library  Commission,  at  the  request  of  the  Civil  Service 
Commission,  hereby  adopts  the  Policy  on  Language  Diversity  adopted  by  Civil 
Service  at  Its  meeting  of  November  9 ,  1989. 


( Conmissioners:  The  Civil  Serivce  Policy  and  the  accompanying  memo  from  John 
Walsh  dated  November  7,  1989  are  attached.) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


M  E  MO  RAN  DUM 


TO: 


FROM: 


All  Appointing  Officers 
Departmental  Personnel  Officers 
Departmental  Affirmative  Action  Officers 
Employee  Organizaylbn  Representatives 

John  J.  WalS^J^ 
General  Manager,  Personnel 


DATE:    November  7,  1989 

\j 

RE:        CIVIL  SERVICE  COMMISSION  POLICY  ON  LANGUAGE  DIVERSITY 


At  its  meeting  of  November  6,  1989  the  Civil  Service  Commission  adopted  the 
attached  Policy  on  Language  Diversity  for  city-wide  application. 

This  policy  affirms  that  employees  have  a  right  to  speak  their  primary  Language  in 
the  workplace  and  that  departments  may  not  establish  any  rules  which  abridge  that  right 
unless  such  rules  are  the  result  of  a  business  necessity  which  comports  with  the 
standards  established  by  the  U.S.  Equal  Employment  Opportunity  Commission. 

The  policy  designates  the  CSC  Equal  Employment  Opportunity  Unit  as  the 
Commission's  designee  for  administering  and  interpreting  and  applying  the  provisions  of 
the  policy  to  departments. 

Please  review  the  requirements  of  this  policy  and  note  that  it  requires  that 
departments  take  the  following  actions: 

1.  adopt  this  or  a  similar  policy  and  forward  confirmation  of  such  to  the  CSC 
EEO  Unit  within  sixty  (60)  calendar  days  of  issuance  by  the  CSC  and; 

2.  consult  with  and  obtain  the  express  approval  of  the  CSC  EEO  Unit-prior  to  the 
implementation  of  any  specific  department  language  policy  and; 

3.  post  this  or  a  similar  department  policy  on  all  employee  bulletin  boards  and; 

4.  include  this  or  a  similar  department  policy  in  all  new  employee  orientations. 

I  am  requesting  that  all  appointing  officers  and  department  heads  implement  this 
policy  and  that  departments  forward  confirmation  of  such  to  Alayne  MacArthur,  151 
City  Hall,  554-4738  within  sixty  (60)  calendar  days  of  this  date.  Departments  requiring 
further  information  or  assistance  on  any  provision  of  this  policy  are  requested  to 
contact  their  departmental  liaison  in  the  CSC  EEO  Unit. 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
POLICY  ON  LANGUAGE  DIVERSITY 


The  San  Francisco  Civil  Service  Commission  finds  that  the  cultural  and  racial 
composition  of  the  City's  citizens  and  of  its  workforce  has  changed.  Therefore,  it  is 
desireable  to  promulgate  a  policy  which  fosters  acceptance  and  prevents  intergroup 
tensions  as  related  to  the  use  of  languages  other  than  English  in  the  provision  of  public 
services  and  the  employment  of  individuals  whose  primary  language  is  not  English. 

The  San  Francisco  Civil  Service  Commission  reaffirms  its  equal  employment 
opportunity  policy  that  ensures  the  employment  of  an  ethnically  and  culturally  diverse 
workforce  wherein  individuals  shall  enjoy  equal  application  of  the  terms  and  conditions  of 
employment,  including  the  right  to  speak  their  primary  language. 

The  Commission  recognizes  that  a  workforce  that  speaks  languages  other  than  English 
enhances  the  services  provided  to  the  City's  culturally  diverse  public  by  providing 
efficient  and  accessible  public  services  to  its  non-English  speaking  communities. 

All  employees  of  the  City  and  County  of  San  Francisco  are  advised  that  an  employee's 
use  of  a  language  other  than  English  is  not  only  an  asset  in  the  provision  of  public  services 
but,  with  few  exceptions,  is  a  legally  protected  right. 

LEGAL  REQUIREMENTS 

The  policy  of  the  Civil  Service  Commission  is  in  compliance  with  federal  guidelines  of 
the  U.S.  Equal  Employment  Opportunity  Commission  which  state  that  prohibiting 
employees  from  speaking  their  native  language  in  the  workplace  may  result  in  unlawful 
national  origin  discrimination  under  Title  VII  of  the  Civil  Rights  Act. 

A  rule  which  requires  employees  to  speak  only  English  at  all  times  may  violate  Title 
VTI  as  a  burdensome  term  and  condition  of  employment  since  the  primary  language  of  an 
employee  is  often  an  essential  national  origin  characteristic.  A  department  may  only  have 
a  rule  requiring  that  employees  speak  only  English  at  certain  times  where  an  employer: 

1.  can  show  thafthe  rule  is  justified  by  business  necessity; 

2.  notifies  their  employees  of  the  speak-only-English  rule  and  of  the  general 
circumstances  when  speaking  only  English  is  required; 

3.  and  notifies  employees  of  the  consequences  of  violating  the  rule. 

There  are  few  circumstances  under  which  a  policy  will  meet  the  "business  necessity" 
test.  Justifications  such  as  "Supervisors  can't  understand  what  employees  are  saying," 
"English  speaking  employees  suspect  that  non-English  speaking  employees  are  talking 
about  them,"  and  "The  policy  will  enhance  public  image,"  are  not  sufficient  to  meet  the 
business  necessity  requirement. 


»  ow  1 51  CKy  HH 


DUAL  RESPONSIBILITY 


Supervisors  and  line  employees  have  a  shared  responsibility  for  maintaining  a  work 
environment  that  is  comfortable  and  productive  for  everyone.  Where  co-workers  or 
clients  express  concerns  about  employees  speaking  in  a  language  other  than  English, 
supervisors  should  work  toward  informally  resolving  these  interpersonal  difficulties  in  a 
constructive  and  sensitive  manner. 

In  order  to  assure  effective  communication  during  emergencies  and  constructive 
discussion  of  assignments,  work  performance  and  work  rules;  supervisors  and  employees 
should  expect  that  any  direct  communications  be  conducted  in  a  commonly  understood 
language. 

POLICY  IMPLEMENTATION 

The  Civil  Service  Commission  designates  its  Equal  Employment  Opportunity  Unit 
(CSC  EEO)  as  its  agent  in  administering  the  guidelines  and  provisions  of  this  policy.  The 
CSC  EEO  Unit  is  further  designated  as  the  resource  from  which  departments,  employees 
and/or  applicants  for  employment  may  obtain  assistance  on  matters  addressed  in  the 
policy. 

In  assuring  uniform  application  of  this  policy;  departments,  agencies,  boards  and 
commissions  of  the  City  and  County  of  San  Francisco  shall  be  required  to: 

1.  Adopt  this  or  a  similiar  policy  and  forward  confirmation  and  copies  of  such  to  the 
CSC  EEO  Unit  within  sixty  (60)  calendar  days  of  the  date  of  the  issuance  of  this 
policy; 

2.  Consult  with  and  obtain  the  express  approval  of  the  CSC:EEO  Unit  prior  to  the 
implementation  of  any  specific  department  language  policy  to  assure  that  it 
conforms  with  the  requirements  of  federal,  state  and  local  guidelines. 

Employees  and  applicants  for  employment  with  the  City  and  County  of  San  Francisco 
who  believe  that  any  departmental  language  policy  discriminates  in  the  terms  and/or 
conditions  of  their  employment  may  file  a  complaint  with  the  CSC  EEO  Unit  under  the 
provisions  of  CSC  Rule  1.03F.  Employees  may  also  file  such  charges  with  the  California 
State  Department  of  Fair  Employment  and  Housing  or  the  United  States  Equal 
Employment  Opportunity  Commission.  Instructions  on  how  to  file  such  a  complaint  are 
-available  from  the  CSC  EEO  Unit  in  Room  151,  City  Hall  or  by  calling  554-3736. 

4 

DISTRIBUTION  OF  POLICY 

Appointing  Officers  and/or  Department  Heads  are  responsible  for  assuring  that  all 
employees  are  aware  of  this  policy.  In  addition  to  distributing  this  policy  to  all  employees, 
Departments  are  required  to  post  it  at  all  times  in  a  conspicious  manner  on  Departmental 
or  employee  bulletin  boards.  Further,  this  policy  is  to  be  included  in  the  Department's 
new  employee  orientation. 


8759C 


Meeting  Room  Policy 


Afbytal  fa  the  San  Francisco  lirrarj  commission 
b  lon  ,        July  2,  1996 

RECEIVED 

JAN  2  7  1997 

S  F  P  L  COMMISSION 


San  Francisco  Public  Library 

Civic  Chntbk 
San  Francisco,  California  94102 


San  Francisco  Public  Library 
Meeting  Room  Policy 

July  Z,  1996 


Page  1 


It  is  the  policy  of  the  San  Francisco  Public  Library  Commission,  and  in  accordance  with  the 
City  Librarian's  service  goals,  to  allow  organizations  and  groups  use  of  Library  meeting 
rooms,  when  those  facilities  are  not  needed  for  administrative  use,  activities,  or  programs 
sponsored  in  whoie  or  in  part  by  the  Library,  and  when  such  use  is  not  disruptive  of  the 
programs  and  activities  of  the  Library.  Such  permission  is  revocable  and  does  not 
constitute  a  lease.  Permission  to  use  a  Library  meeting  room  does  not  imply  Library 
endorsement  of  the  aims,  policies,  or  activities  of  any  group  or  organization. 

The  primary  purpose  of  the  Library  is  to  serve  as  a  resource  for  learning,  studying  and 
contemDiaiing  iceas.  The  Library  believes  thai  tie  prevision  of  a  safe  ana  quiet 
"environment  is  necessary  to  fulfill  this  purpose.  Furthermore,  :he  Library  ser/es  as  an 
important  educaticnai  facility  for  chiidren  and  youth,  and  its  rules  must  be  appiied  in  a 
manner  that  takes  particular  account  of  their  safety  and  weifare.  as  weil  as  the  needs  of 
other  patrons.  Public  use  of  meeting  rooms  is  not  a  primary  purpose  of  the  Library,  and 
should  not  be  allowed  to  disrupt  the  Library's  primary  purpose. 

Eligibility  and  Allocations  for  Use  of  Meeting  Rooms 

1 .  Permission  to  use  a  Library  meeting  room  may  be  granted  to  another  City  department, 
agency,  or  commission,  and  to  public,  private,  and  non-profit  civic,  cultural,  intellectual, 
charitable  and  educational  groups  and  organizations.  Meeting  rooms  shail  not'b'e  used  by 
outside  groups  or  organizations  to  sell  any  materials,  goods  or  services. 

2.  Priorities  for  use  of  Library  meeting  rooms  have  been  developed  in  accordance  with 
the  City  Librarian's  service  goals.  In  scheduling  the  use  of  its  meeting  rooms,  the  Library 
may  grant,  in  order  of  priority: 

(1)  .  to  groups  and  organizations  affiliated  with  the  Library; 

(2)  .  to  other  City  departments,  agencies  or  commissions;  and 

(3)  .  to  chiidren  and  youth  groups  and  organizations  involved  in  literacy  programs; 
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(4)  .  to  neighborhood  and  community-based  groups  and  organizations  from  the  area 

served  by  the  particular  Library  facility; 

(5)  .  to  other  non-profit  public  and/or  social  service  organizations. 

Restrictions  on  Use  of  Meeting  Rooms 

3.  All  Library  facilities  of  the  City  and  County  of  San  Francisco  are  part  of  a  unified 
system.  Although  applications  to  use  a  facility  shall  be  addressed  to  the  branch  librarian 
or  to  the  Chief  of  the  Main  Library,  this  meeting  room  policy  does  not  guarantee  an 
applicant  the  facility,  room,  or  time  requested. 

This  policy  reserves  to  the  City  Librarian  the  authority  to  cverruie  a  grant,  deniai.  cr 
modification  of  permission  to  use  Library  facilities  to  the  end  that  "aciiities  and  :imes  of  use 
may  be  authorized  in  a  fashion  that  best  promotes  the  operation  of  the  Library  system  and 
minimizes  disruption  of  the  programs  and  activities  of  the  Library. 

4.  Meeting  rooms  shall,  in  general,  be  available  during  normal  business  hours  of  the 
branch  or  Main  Library.  The  Library  reserves  the  right  to  coilect  payment  for  costs  incurred 
in  the  use  of  a  meeting  room  and  to  coilect  for  any  damages  to  the  facilities  from  users  of 
the  meeting  rooms.  The  Library  reserves  the  right  to  set  aside  meeting  rooms  during 
specific  blocks  of  time  for  use  by  Library  staff  and  programs. 

5.  All  meetings  of  organizations  held  in  Library  rooms  shall  be  open  to  the  public 
(excepting  those  dosed  meetings  of  legislative  and  policy  bodies  authorized  by  the 
Sunshine  Ordinance,  Chapter  67  of  the  San  Francisco  Administrative  Code  and  the  Ralph 
M.  Brown  Act;  and  meetings  of  groups  and  organizations  that  have  contracted  with  the 
Library  to  support  programs  and  activities  of  the  Library).  All  meetings  shall  be  publicly 
noticed  in  the  affected  Library  facility  and  in  the  Main  Library  at  least  72  hours  in  advance 
of  the  meeting. 
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6.  The  Library  reserves  the  right  to  attend  any  meeting  held  in  its  facilities  to  ensure  no 
unlawful  activities  are  occurring  on  Library  premises. 

7.  The  Library  may  impose  reasonable  conditions  for  the  use  of  its  meeting  rooms  to 
ensure  that  the  comfort,  convenience,  safety  or  welfare  of  the  public  is  not  disturbed. 
Unlawful  activity  shall  not  be  permitted  in  the  meeting  rooms  or  on  Library  premises,  and 
such  activity  shall  be  a  basis  to  deny  future  use  of  Library  meeting  rooms  by  groups  or 
individuals  violating  this  policy. 

3.  No  outside  group  or  organization  using  a  Library  meeting  rocm  snail  :narge  in 
admission  fee  or  sell  any  material  or  service  for  private  profit  or  gain  excect  as  cermittec 
by  rules  promulgated  by  the  City  Librarian.  Groups  and  organizations  may.  however, 
conduct  such  customary  activities  as  collecting  dues  from  members  or  coffee  money. 
Groups  and  organizations  that  have  contracted  with  the  Library  to  support  programs  and 
activities  of  the  Library  may  use  Library  facilities  for  fundraising  activities  which  further  that 
support. 

Applying  for  Use  of  Meeting  Rooms 

9.  Permission  to  use  a  Library  meeting  room  shall  be  obtained  by  application  filed  at 
ieast  one  week  prior  to  the  scheduled  meeting  date.  The  Chief  of  the  Main  Library  and  the 
Chief  of  Branches  may  grant  exceptions  to  this  requirement  when  the  need  for  the  meeting 
arises  under  circumstances  that  do  not  allow  compliance  with  the  one-week  requirement. 
Applications  for  use  of  a  meeting  room  shall  be  submitted  to  the  head  of  the  branch  library 
where  the  room  is  located  or,  in  the  case  of  the  Main  Library,  to  the  Chief  of  the  Main 
Library.  All  applications  shall  be  public  records  and  shall  be  available  for  inspection,  both 
at  the  branch  library  and  at  the  Main  Library.  No  application  for  a  meeting  of  fewer  than 
six  (6)  persons  shall  be  accepted  for  use  of  meeting  rooms. 


San  Francisco  Public  Library 
Meeting  Room  Policy 

]dj  2,  1996 


Page  4 


Minimum  group  size  for  rooms  at  the  Main  Library  may  vary  according  to  the  size  of  the 
rooms  and  wiil  be  listed  in  Meeting  Room  Rules. 

10.  The  Library  reserves  the  right  to  revoke  or  modify  permission  to  use  its  meeting 
rooms,  or  to  modify  conditions  imposed  on  the  use  of  those  rooms,  where  necessary  to 
adapt  to  the  operational  needs  of  the  Library  or  the  needs  of  Library  users  afforded  a 
higher  priority  under  Section  2  of  this  policy.  The  Library  further  reserves  the  right  to  deny 
applications  for  use  based  on  the  availability  of  space,  frequency  of  use,  or  requests  fcr 
space  by  other  groups  and  organizations. 

11.  Permission  may  be  granted  to  grcuDS  and  organizations  fcr  muiticie  meetings  ever 
a  penca  not  to  exceed  six  (6)  months.  Groups  whose  meetings  are  liec  to  a  schcoi-year 
calendar,  however,  may  be  granted  permission  for  muitipie  meetings  for  a  period  net 
exceeding  nine  (9)  months.  Renewal  applications  may  be  submitted;  prior  use  of  Library 
meeting  rooms  shall  not  entitle  applicants  to  future  use.  This  restriction  does  not  apply  to 
Library  functions  or  those  of  any  other  City  department  or  governmental  group. 

12.  Deniai  or  grant  of  an  application,  or  a  modification  of  permission  already  granted,  may 
be  appealed,  by  any  person  adversely  affected,  to  the  City  Librarian.  The  City  Librarian 
shail  render  a  decision  in  writing.  Any  decision  of  the  City  Librarian,  in  the  firsttnstance  or 
on  appeal,  may  be  appealed,  by  any  person  adversely  affected,  to  the  Library  Commission. 
All  appeals  shail  set  forth  in  writing  the  basis  of  the  appeal  and  shall  include  a  copy  of  the 
application.  In  addition,  consistent  with  this  policy,  the  City  Librarian  may  overrule  any 
decision  granting,  denying,  or  modifying  permission  to  use  a  Library  facility. 

13.  The  City  Librarian  is  authorized  to  issue  rules  that  are  consistent  with  this  policy  and 
further  its  implementation. 
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MINNEAPOLIS  PUBLIC  LIBRARY  BOARD 

POLICY  MANUAL 

MISSION  STATEMENT 

POLICY  #1000 

Section:  Library  Services 

Page  1  of  1 

Adopted:  1991 

City  Attorney  Review;  1992 

Revised: 

The  Minneapolis  Public  Library  and  Information  Center  will  be  the  community's  resource  for 
information  and  knowledge  and  a  source  of  community  pride  and  economic  stimulation.  In  a 
democratic  society  that  depends  on  the  free  flow  of  information,  the  library  system,  with  its 
central  facility  and  community  libraries,  becomes  the  key  public  institution  and  most  visible 
symbol  of  democracy  and  the  importance  of  education,  lifelong  learning,  and  intellectual 
freedom  in  the  city  of  Minneapolis.  The  library  will  be  the  pivotal  information,  education,  and 
cultural  resource  for  the  people  of  the  community. 

STRATEGIC  DIRECTIONS  FOR  THE  MINNEAPOLIS  PUBLIC  LIBRARY 

•  The  Minneapolis  Publ.'c  Library  will  have  a  renewed  commitiuent  to  sociaJ  equity, 
improvement  of  public  welfare,  and  the  fostering  of  itannony  and  understanding  a  rong  all 
racial  and  ethnic  groups. 

•  The  Minneapolis  Publ  v  Li.rary  will  work,  collaborative :j  vvitL  the  community  it  serves  to 
remove  physical,  social,  economic,  educational,  and  cultural  barriers  to  the  use  of  libraries 
and  to  develop  services  that  will  meet  the  specific  needs  of  diverse  populations. 

•  The  Minneapolis  Public  Library  will  become  a  resource  for  ensuring  that  information 
technology  is  accessible  to  people  in  all  Minneapolis  communities  and  will  support 
community  development  and  information  equity. 

•  The  Minneapolis  Public  Library  will  be  an  ardent  participant  in  creating  a  literate  society 
through  proactive  collaboration  with  educational  and  social  service  agencies  and  by 
providing  direct  services  that  support  improved  literacy  and  lifelong  learning. 

•  The  Minneapolis  Public  Library  will  reach  out  with  alternative  delivery  of  library  services  to 
communities  and  groups  of  people  who  are  isolated  from  library  access. 
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Section:  Library  Services 

Subject:  INTERNET  Page  1  of  1 

Adopted:  February  7, 1996  Reviewed  by  City  Attorney:  January  30,  1396 


The  Minneapolis  Public  Library  Board  is  committed  to  ensuring  access  to  information  through 
technology.  In  this  technological  age,  access  to  digital  information  is  fundamental  for  supporting 
continuous  lifelong  learning.  Recognizing  its  role  to  provide  access  to  electronic  information,  the 
Minneapolis  Public  Library  offers  public  access  to  the  Internet. 

The  Internet  is  an  immense  global  a  network  of  networks"  that  is  constantly  growing  and  evolving, 
allowing  an  online  user  to  browse  and  connect  to  information  in  computer  networks  around  the 
world. 

Because  the  Tmemet  is  not  managed  nor  governed  by  any  entity,  users  may  encounter  materials 
that  they  consider  offensive.  The  Library  does  not  restrict  use  of  its  materials.  The  Library 
supports  open  access  to  information  regardless  of  age.  Parents  and  guardians  are  responsible  for 
monitoring  Internet  access  by  children. 

The  Library  Board  and  its  employees  assume  no  responsibility  far  damages  of  any  type,  including 
but  not  limited  to  property,  arising  from  the  use  of  Minneapolis  Public  Library  internet 
workstations.  Illegal  use  of  the  Internet,  including  software  piracy  or  violation  of  copyright  or 
license  agreements,  is  prohibited. 
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TABLE  OF  CONTENTS 


ADMIN  [Administration]  Date  Issued 

1  Business  Cards  for  Library  Staff.  12/21/95 

2  Central  Library  Gallery  1 1/27/95 

3  Displays  11/28/95 

4  Posting  and/or  Distributing  Posters,  Flyers,  Pamphlets  and  1 1/28/95 

Miscellaneous  publicity  materials 

5  Branch  Library  Meeting  Rooms  12/01/95 

6  Central  Library  Meeting  Rooms  06/27/96 

7  Acceptance  of  Gifts  of  Art  or  items  for  permanent  display  in   1 1/30/95 

the  Central  Library 

8  Acceptance  of  Art  on  loan  for  extended  display  in  the  Central  1 1/30/95 

~  Library 

9  Benefits  to  organizations  or  individuals  who  contributed  to  1 1/30/95 

Enrichment  Campaign 

10  Building  Dedication  Plaques  12/04/95 

11  Recognition  plaques  for  Central  Library   01/24/96 

12  Naming  Policy   03/27/97 

13  Selection  of  Architects  01/24/96 

14  Penalties,  Fees  and  Other  Revenues   09/26/96 

1 5  Travel  Outside  of  San  Antonio  12/21/95 

1 6  Holiday  Decorations  01  /24/96 

1 7  Inclement  Weather  and  Closure  Information  12/04/96 

1 8  Copier  Use  by  Staff  06/27/96 

1 9  Naming  the  Central  Library  06/27/96 

20  Branch  Library:  A  Neighborhood  Facility  09/26/96 

21  Unit  Statistics  11/21/96 

22  Staff  Association  Activities  01/23/97 

23  Petty  Cash  Advances,  Expenditures,  Reimbursements  and  Accounting  

Responsibilities 

24  Expenditures  of  Library  Gift  and  Memorial  Funds   03/27/97 

25  Unattended  Children  03/27/97 

26  Staff  Responsibilities  at  Closing  Time  :  05/29/97 

BOARD  [Library  Board  of  Trustees! 

1  Bylaws   12/01/95 

2  Board  of  Trustees  -  Roster   06/27/96 


07/22/97 


3  Library  Board  Committees  -  Roster   12/19/96 

4  1997  Meeting  Dates/Places   10/24/96 

5  Executive  Committee  -  Charge  1 2/1 9/96 

6  Facilities  Committee  -  Charge   02/29/96 

Planning  Committee  -  Charge  12/19/96 

8  Public  Relations  Committee  -  Charge   12/19/96 

9  Volunteer  Committee  Liaison  -  Charge   12/19/96 

10  Hertzberg  Advisory  Committee  -  Charge   02/29/96 

1 1  Friends  of  the  Library  Liaison  -  Duties   03/28/96 

12  Library  Foundation  Liaisons  -  Duties  03/28/96 

1 3  Literacy  Commission  Liaison  -  Duties  03/28/96 

14  Library  Champions  12/19/96 


CIRC  [CIRCULATION] 

GENERAL 


1 0. 1  Privacy  of  Information  07/1 0/97 

10.2  Borrowing  Library  Materials  by  Library  Staff  06/13/96 

10.3  Daily  and  Weekly  Fiscal  Reports  

sORROWER  TYPES 

20. 1  Borrower  Types   08/29/96 

20.2  Determining  Eligibility  for  a  Library  Borrower's  Card   07/20/95 

20.3  Issuing  New  Borrowers'  cards  to  San  Antonio  Residents  1 1/14/96 

20.4  Renewing  Borrowers'  Cards  for  San  Antonio  Residents  08/17/96 

20.5  Issuing  New  Borrowers'  Cards  to  Bexar  County  Residents  05/08/97 

Who  Do  Not  Live  in  San  Antonio 

20.6  Renewing  Borrowers'  Cards  for  Bexar  County  Residents  08/1 7/95 

20.7  Issuing  and  Renewing  Borrowers'  Cards  for  Teachers  Who  07/1 0/97 

Live  in  Bexar  County 

20.8  Issuing  and  Renewing  Borrowers'  Cards  for  Individuals  Who  09/21/96 

Live  Outside  Bexar  County 


20.9  Issuing  Business  Cards  for  Businesses  Located  in  Bexar  County 


20. 1 0  Issuing  Institution/Organization  Cards  for  those  located  in  

in  Bexar  County 

20. 1 1  Issuing  Borrowers'  Cards  to  Other  Libraries  for  Interlibrary  

Loan  Purposes 

20.12  Issuing  Borrowers'  Cards  to  SAPL  Units  09/21/96 

20.13  Lost  or  Forgotten  Library  Cards  11  /09/95 

20. 14  Correcting  Borrower  Records  in  the  Database  02/1 5/96 

20. 1 5  Placing,  Editing,  and  Deleting  Notes  in  Borrowers'  Records   1 1/09/95 

20.16  Entering  and  Searching  Borrower  Names  in  Borrower  Edit  01/09/97 


07/22/97 


20.17  Issuing  Homebound  User  Borrower's  Cards  11/14/96 

CHARGE  AND  RETURN 

30. 1  Circulation  Limits  and  Loan  Periods  07/20/95 

30.2  New  Books  03/14/96 

30.3  Renewing  Library  Materials  07/20/95 

30.4  Temporary  Conversions   08/17/95 

30.5  Internal  Checkouts  08/17/95 

30.6  In-Transit  Overdues  

30.7  Teacher  Collections   07/10/97 

30.8  Books  By  Mail  

30.9  Lending  Materials  to  Other  Libraries  

30.10  Materials  Belonging  to  Non-SAPL  Libraries  1 2/14/95 

30.1 1  Circulation  of  Vertical  File  Materials  

30. 1 2  Circulation  of  Magazines  

30. 1 3  Extended  Loans  05/1 6/96 

30.14  Book  Drop  12/14/95 

HOLDS 

40. 1  Placing  Holds  on  Circulating  Items  Unavailable  for  12/14/95 

for  Immediate  Loan 

40.2  Requesting  Items  Currently  Available  Somewhere  in  06/13/96 

the  System 

40.3  Placing  Holds  on  Items  Which  Are  on  Order  

40.4  Placing  Holds  for  Borrowers  with  Blocked  or  Expired  Cards  

40.5  Hold  Notices  

40.6  Expired  Holds  List  12/14/95 

40.7  Tracers  11/09/95 

40.8  Router  11/14/96 

40.9  Canceling  Holds  05/08/97 

40.10  ASAP  12/14/95 

FINES  AND  FEES 

50. 1  San  Antonio  Public  Library  Fee  Schedule  09/26/96 

50.2  Fines  and  Fee  Notices  

50.3  Cash  Handling  -  Public  Service  Units  

50.4  Assessment  and  Collection  of  Fines   04/03/97 

50.5  Writing  Receipts   03/14/96 

50.6  Claims  Returned   02/06/97 

50.7  Lost  and  Paid  Cataloged  Items  01/09/97 


07/22/97 


50.8  Lost  Uncataloged  Items  08/15/96 

50.9  Damaged  Cataloged  Print  Items   05/08/97 

50. 1 0  Damaged  Uncataloged  Print  Items   05/08/97 

50. 1 1  Damaged  Non-Print  Items  

50.12  Manual  Fines  09/19/96 

50. 1 3  Assessment  and  Collection  of  Fines  -  Bookmobile  Materials  

50.14  Claims  Never  Checked  Out   09/19/96 

50. 1 5  Mobile  Library  Fines  07/1 0/97 


EQUIPMENT 
60.1 

\OTHER 

70.1 


:OLDEV  [Collection  Development! 


1  Reconsideration  of  Library  Materials   06/27/96 

2  Discarding  Library  Materials  From  the  Central  Library  Collection  12/19/96 

3  Discarding  Library  Materials  From  Branch  Library  Collection  12/23/96 

4  Transfer  of  Duplicate  Copies  in  Central  Library  to  Branch  Libraries   01/23/97 

5  Recall  of  Significant  Out-of-Print  Books  to  the  Central  Library   01/23/97 

'VENTS 


1  Events  Philosophy   12/19/96 

2  Programs   04/30/97 

3  Storytimes   07/24/97 

4  Booklists  for  Distribution  to  the  Public  07/24/97 

5  Book  Discussion  Groups   12/19/96 

6  Tours   04/30/97 

7  Community  Presentations   02/27/97 

8  TaleSpinners  

9  Exhibits  and  Displays  

1 0  Calendar  of  Events  

11  Corporate  and  Commercial  Sponsorship  of  Library  Events   06/19/97 

1 2  Co-Sponsored  Events   06/1 9/97 

13  Evaluation  of  Events  

1 4  Flyer  Production  By  Unit  Staff   07/24/97 


jPUND  [San  Antonio  Public  Library  Foundation! 

07/22/97 


1  Bylaws  12/04/95 

2  Statement  of  Investment  Policies  and  Objectives   12/04/95 

3  Special  Events  Policy  1 2/04/95 

4  Board  Member  Responsibilities   12/04/95 

FRIENDS  [Friends  of  the  San  Antonio  Public  Librarvl 

1  Bylaws   02/29/96 

PERS  [Personnel] 

1  Library  Department  Dress  Code   1 1/21/96 

3  Interviewing  of  Applicants  For  Employment  01/30/97 

REF/RA  [Reference/Reader's  Advisorvl 

GENERAL 

10.1  Purpose  Statement   05/23/96 

10.2  Service  Philosophy   05/23/96 

10.3  Statement  of  Ethics  for  Delivering  Reference  Services   06/27/96 

10.4  Difficult  Service  Situations   10/24/96 

BASIC  REFERENCE  SER  VICE 

20.1  Service  Staff  Responsibilities  06/27/96 

20.2  Services  in  Special  Subjects   08/29/96 

20.3  Referral  and  Cooperative  Reference   08/29/96 

20.4  Statement  of  Reference  Material  Access  10/24/96 

REFERENCE  BEYOND  THE  SER  VICE  DESK 

30.1  Reference  Service  via  Telephone   08/29/96 

30.2  Reference  Service  via  Telephone  Reference  Department   08/29/96 

30.3  Reference  Service  via  Written  Correspondence   12/19/96 

30.4  Reference  Service  via  Electronic  Mail   12/19/96 

30.5  Reference  Service  via  Fax  01/23/97 

30.6  Promotion  of  Reference  Service  03/27/97 

ELECTRONIC  REFERENCE  SER  VICE 

40.1  Electronic  Reference  Service:  CD-ROM  05/23/96 

40.2  Electronic  Reference  Service:  Using  the  Internet  as  a  05/23/96 

Reference  Tool 


07/22/97 


40.3  Electronic  Reference  Service:  Printing  from  Electronic  09/26/96 

Information  Resources 

40.4  Electronic  Reference  Service  -  Searching  Commercial  Online  Databases  ..  04/30/97 

40.5  Equipment  05/29/97 

40.6  Internet  Use  Policy  06/1 9/97 

MEASUREMENT  and  EVAL  UA  TION 

50.1  Collection  of  Statistics   10/24/96 

50.2  Evaluation  of  Reference  Service   07/24/97 

50.3  Evaluation  of  Reference  Collections   02/27/97 

TECH  [Technical  Services! 

20. 1 1  Classifying  Books  for  the  Latino  Collection   08/29/96 

^  30.11  Processing  Books  Published  with  Computer  Disks  or  CD-ROM   06/03/96 

30. 1 2  Processing  Books  Published  with  Non-Book  Materials  06/03/96 


07/22/97 
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SUBJECT:  DISPLAYS 


I.  POLICY 

It  is  the  policy  of  the  San  Antonio  Public  Library  to  use  display  areas  to  educate  and  inform 
the  public  about  the  library.  Displays  are  created  and  maintained  by  library  personnel  and  are 
always  related  to  library  materials  and/or  services.  Library  display  areas  are  not  designated  as 
a  public  forum. 

II.  REGULATIONS 

A.  Responsibility  for  display  cases,  bulletin  boards,  etc.  and  the  quality  of  the  exhibits  in 
them  belongs  to  each  agency's  supervisor.  Information  about  materials  available  in  the 
community  for  use  in  displays  may  be  kept  on  file,  but  the  library  will  only  borrow 
materials  to  enhance  displays. 

B.  Library  staff  will  design  and  plan  all  displays.  Staff  will  determine  which  materials  are 
useful  for  display  and  will  assure  that  the  display  is  effectively  presented.  Staff  decisions 
are  final. 

C.  Library  materials  should  be  part  of  the  display.  If  books  and/or  other  library  materials 
are  not  part  of  the  display,  a  statement  should  be  put  in  the  display  stating  that  the 
library  has  materials  available  on  the  topic  and  where  they  are  available. 

D.  Booklists  should  be  prepared  whenever  appropriate  to  encourage  use  of  library  materials 
related  to  the  subject  of  the  display. 

E.  A  Release  From  Liability  (Attachment  A)  will  be  filled  out  and  signed  by  any  individual 
who  is  lending  materials  to  the  library  for  use  in  a  display. 

F.  Displays  which  include  materials  loaned  by  groups  or  individuals  may  have  a  sign 
indicating  the  name  of  lending  group  or  individual. 

G.  To  insure  the  safety  of  borrowed  items,  only  designated  staff  should  handle  them. 
IE.  PROCEDURES 

A    Each  agency  will  develop  and  implement  a  display  schedule  following  regulations  listed 
above. 
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B.  Explanatory  materials  must  be  neatly  designed. 

C.  Library  materials  used  in  the  display  should  usually  be  materials  that  users  may  check 
out.  Display  books  that  are  checked  out  by  users  should  be  replaced  by  other  materials. 
If  materials  in  the  display  are  not  easily  accessible,  items  may  be  held  for  library  users 
after  the  display  has  been  dismantled. 

D.  Library  materials  in  the  display  cases  should  be  checked  out  to  owning  agency  for  the 
duration  of  the  display  so  computer  information  is  accurate. 

E.  Materials  on  display  should  be  clean  and  neat. 

F.  The  signed  waiver  form  for  borrowed  materials  should  be  kept  in  a  safe  place  until 
materials  are  returned  to  the  owner. 


Approved:  Library  Board  of  Trustees  -  April  27,  1994 


jne  Garcia,  Library  Director 
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SAN  ANTONIO  PUBLIC  LIBRARY 
RELEASE  FROM  LIABILITY 


I/we   for  and  in  consideration  of  the  cooperation  of  the 

San  Antonio  Public  Library  and  in  the  interest  of  the  furtherance  of  art,  and  for  other  good  and  valuable 
considerations,  do  hereby  release,  acquit  and  forever  discharge  the  City  of  San  Antonio,  its  officers, 
agents,  library  board  members,  and  employees  from  any  and  all  actions,  cause  of  action,  claims,  demands, 
damages,  costs,  expense  and  compensation,  known  or  unknown,  present  or  future,  on  account  of  or  in 
any  way  growing  out  of  the  exhibition  of  paintings  and/or  other  objects  displayed  in  the  San  Antonio 
Public  Library.  Those  items  are: 


This  release  contains  the  entire  agreement  between  the  parties  hereto,  and  the  terms  of  this  Release  are 
contractual  and  not  a  mere  recital. 

I/we  further  state  that  I/we  have  carefully  read  the  foregoing  Release  and  know  the  contents  thereof,  and 
I/we  sign  the  same  of  my/our  own  free  act,  and  it  is  my/our  intention  to  be  legally  bound  thereby. 

Witness  my/our  own  hand  at  San  Antonio,  Texas  this   day  of  ,  19  . 

Signature:   


Address:  Phone: 


Address:  Phone: 


Witnessed  by 


for  the  San  Antonio  Public  Library 


I/we  acknowledge  that  the  items  listed  above  were  returned  to  me  on 


Signature 


Witnessed  by 


for  the  San  Antonio  Public  Library 
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SUBJECT:  POSTING  AND/OR  DISTRIBUTING  POSTERS,  FLYERS,  PAMPHLETS  AND 
MISCELLANEOUS  PUBLICITY  MATERIALS 

I.  POLICY 

The  San  Antonio  Public  Library  will  limit  the  distribution  of  posters,  flyers,  pamphlets  and 
miscellaneous  publicity  materials  within  its  facilities  to  items  produced  by  the  Friends  of  the  San 
Antonio  Public  Library,  the  San  Antonio  Public  Library  Foundation,  the  City  of  San  Antonio, 
surrounding  cities,  Bexar  County,  the  State  of  Texas,  the  United  States  Federal  Government, 
local  public  school  districts  or  any  other  governmental  entity.  The  Library  will  also  distribute 
public  information  pamphlets  when  requested  to  so  do  by  another  City  Department.  The  San 
Antonio  Public  Library  is  not  a  public  forum  for  the  distribution  of  posters,  flyers,  pamphlets 
and/or  miscellaneous  publicity  materials  issued  by  non-governmental  agencies. 

II.  REGULATIONS 

A.  The  Central  Library  Administrator  (or  a  designee)  or  Branch  manager  will  review 
materials  available  and  decide  whether  or  not  the  materials  meet  the  requirements  of 
space,  appearance  and  size  for  the  agency. 

B.  The  Library  has  the  right  to  decide  when  material  will  be  posted,  displayed  and/or 
distributed  and  when  they  will  be  removed 

0.  PROCEDURES 

A.  The  Central  Library  Administrator  (or  a  designee)  or  Branch  Manager  will  review  all 
materials  and  give  then  to  the  staff  member  assigned  to  maintain  handouts  if  they  are 
acceptable  for  posting  or  distribution. 

B.  Each  agency  will  appoint  a  person  to  manage  handouts  in  accordance  with  the  policy  and 
regulations  listed  above. 

C.  The  staff  member  assigned  to  displays  will  post  or  display  material  in  the  appropriate 
places  in  the  Central  Library  or  Branch  Library  and  will  maintain  the  display  in  a  neat, 
orderly  and  attractive  manner. 

D.  The  assigned  staff  member  will  keep  the  displays  current,  re-stock  when  necessary  and 
remove  out-of-date  or  unauthorized  material  from  the  area. 
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E.  The  Central  Library  Administrator  (or  a  designee)  and  each  Branch  Manager  has  the 
authority  to  grant  permission  for  the  installation  of  a  rack  outside  the  facility  for  the 
distribution  of  materials. 

F.  When  materials  are  to  be  posted  or  distributed  because  another  City  Department  has 
requested  the  Library  do  so,  the  materials  will  be  accompanied  by  a  memo  indicating  the 
items  have  been  approved  for  posting  or  distribution. 


Approved:  Library  Board  of  Trustees 
April  27,  1994 


June  Garcia,  Library  Director 
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SUBJECT:  BRANCH  LIBRARY  MEETING  ROOMS 

I.  POLICY 

The  primary  purpose  of  the  meeting  rooms  in  the  branches  of  the  San  Antonio  Public  Library  is  to 
provide  a  facility  for  group  presentations  about  the  library  and  what  it  has  to  offer.  This  includes 
programs  about  library  materials  such  as  children's  storytimes  or  opportunities  to  learn  and  improve 
reading  skills. 

The  secondary  purpose  of  the  meeting  rooms  is  to  accommodate  a  wide  variety  of  programs  for  the 
public  that  will  bring  people  into  the  branch  and  encourage  them  to  think  of  the  library  as  a 
community  information  center. 

Use  of  the  branch  library  meeting  rooms  will  be  in  accordance  with  the  Library  Bill  of  Rights  which 
states  in  Article  6,  "As  an  institution  of  education  for  democratic  living,  the  library  should  welcome 
the  use  of  its  meeting  rooms  for  socially  useful  and  cultural  activities  and  discussion  of  current 
public  questions.  Such  meeting  places  should  be  available  on  equal  terms  to  all  groups  in  the 
community  regardless  of  the  beliefs  and  affiliations  of  their  members,  provided  that  the  meetings  be 
open  to  the  public." 

Any  group  may  have  the  privilege  of  using  a  meeting  room  in  a  branch  of  the  San  Antonio  Public 
Library.  Three  categories  of  meeting  room  use  are  recognized.  These  are: 

1)  use  by  the  library  for  a  library  program,  library  staff  meeting  or  library  training  session; 

2)  use  by  any  other  City  department; 

3)  use  by  any  other  agency,  organization,  company,  individual  or  public  use  group. 

The  branch  manager  may  choose  to  co-sponsor  a  program  being  offered  by  an  organization  if  the 
purposes  of  the  program  are  closely  aligned  to  those  of  the  library.  A  co-sponsored  program  will  be 
a  program  developed  and  offered  by  the  organization  to  bring  information  on  a  topic  to  the  public. 
No  fee  will  be  charged  for  the  use  of  the  meeting  rooms  for  co-sponsored  programs,  and  they  will 
not  be  subject  to  the  five-week  limit  on  scheduling.  They  may  be  advertised  through  the  San 
Antonio  Public  Library  Information  Office  and  may  appear  in  the  monthly  Calendar  of  Events  issued 
by  the  Library. 

II.  REGULATIONS 

A.       Meeting  rooms  will  be  available  for  public  use  only  during  the  hours  the  branch  is  open  to 
the  public.  Exceptions  to  this  regulation  can  be  made  by  the  Library  Director  or  his/her 
designee. 
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B. 


Application  for  public  use  of  a  branch  meeting  rooms  is  acceptable  no  more  than  five  weeks 
in  advance  of  intended  use.  See  Attachment  A. 


C.  Room  reservations  will  be  taken  on  a  first  come,  first  served  basis.  Although  a  booking  may 
be  taken  by  phone,  the  reservation  is  not  considered  confirmed  until  the  user  has  paid  the 
appropriate  fee  and  the  contract  has  been  signed.  A  person  who  books  by  phone  has  until 
the  library  closes  the  following  business  day  to  pay  the  fees  and  sign  the  contract.  A 
contract  must  be  signed  for  each  use.  Applicants  will  b  shown  the  meeting  room  and  its 
furnishings  at  the  time  of  the  sign-up. 

D.  Food  and/or  drink  will  be  allowed  only  if  prior  permission  is  received  from  the  agency 
administrator.  Alcoholic  beverages  may  only  be  served  if  prior  authorization  is  received 
from  the  Library  Director. 

E.  Because  meeting  rooms  are  in  close  proximity  to  library  reading  areas,  noise  is  expected  to 
be  kept  to  a  minimum. 

F.  The  following  charges  shall  be  applied  to  organizations,  groups  or  individuals  using  the 
meeting  rooms.  Rooms  will  be  rented  in  hour  increments  only. 

1.     Meetings  rooms,  Branch  Libraries  $10.00  per  hour  (includes  set  up  and  clean  up  time) 

G.  Each  group  must  be  responsible  for  any  chair  and  table  set  up.  Each  group  must  provide  its 
own  audio  visual  equipment.  The  room  must  be  left  in  the  same  condition  in  which  it  was 
found. 

H.  Designated  library  staff  will  conduct  a  walk-through  before  and  after  each  meeting.  The 
person  in  charge  of  the  meeting  must  report  to  the  designated  library  staff  member  before 
set-up  and  also  at  the  end  of  the  meeting.  Meetings  must  end  10  minutes  before  closing  to 
allow  for  clean-up  and  walk-through. 

I.  All  meetings  conducted  by  organizations  or  public  groups  must  be  open  to  the  public.  Any 
person  desiring  to  attend  a  meeting  may  do  so.  Meeting  room  doors  must  remain  unlocked 
during  a  meeting,  and  individuals  must  be  allowed  to  enter  or  leave. 

J.        Admission  to  all  meetings  in  branch  library  meeting  rooms  must  be  free  of  charge.  Request 
for  donations  may  be  made  during  a  meeting,  but  attendance  at  the  meeting  must  not  be 
contingent  upon  a  donation  or  fee. 

K.       Items  may  be  sold  during  a  meeting,  but  attendance  at  the  meeting  must  not  be  made 
contingent  upon  the  purchase  of  an  item  or  service. 

L.       Equipment  and  supplies  may  not  be  stored  in  branch  library  meeting  rooms  for  subsequent 

use. 
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M.      Safety  regulations  must  be  followed.  These  include  no  smoking,  not  blocking  exits,  and 
adhering  to  the  number  of  people  allowed  in  the  room  according  to  the  Fire  Code. 

N.       Handouts  may  only  be  distributed  inside  the  room,  immediately  outside  the  meeting  room  or 
outside  the  library  building. 

0.       Publicity  issued  by  the  group  should  not  imply  that  the  library  or  the  City  of  San  Antonio  is 
an  event's  co-sponsor. 

P.       Groups  not  complying  with  the  above  regulations  will  not  be  allowed  future  use  of  the 
meeting  rooms  in  any  of  the  San  Antonio  Public  Library  facilities. 

IH.  PROCEDURES 

A_       Each  branch  will  compile  a  meeting  room  notebook  that  contains  a  calendar,  meeting  room 
regulations,  signed  contracts  and  notations  of  any  problems. 

B.  Applicants  will  check  with  designated  library  staff  and  select  an  available  date  and  time  on 
the  booking  calendar.  Although  each  branch  should  have  a  designated  person  who  has  the 
primary  responsibility  regarding  booking  the  meeting  room,  sufficient  staff  should  be 
knowledgeable  so  that  reservations  can  be  taken  at  any  time. 

C.  Applicants  will  be  given  the  contract  to  read  and  sign.  The  original  copy  will  be  kept  by  the 
agency  and  the  second  copy  will  be  given  to  the  applicant. 

D.  Fees  will  be  collected  for  the  number  of  hours  the  room  is  reserved.  A  receipt  will  be 
issued  in  accordance  with  standard  procedures. 

E.  If  a  meeting  is  canceled  24  hours  or  more  before  the  scheduled  meeting  time,  a  refund  will 
be  made  by  the  agency  supervisor  or 

E.  If  a  meeting  is  canceled  24  hours  or  more  before  the  scheduled  meeting  time,  a  refund  will 
be  made  by  the  agency  supervisor  or  Library's  Fiscal  Officer  upon  presentation  of  the 
applicant's  copy  of  the  contract  and  the  original  receipt.  Request  for  refunds  may  be  made 
by  mail  within  10  days  of  the  cancellation.  Refunds  will  not  be  made  at  the  conclusion  of  a 
meeting  if  only  a  portion  of  the  scheduled  time  was  actually  used. 

F.  On  meeting  day,  the  group  representative  will  check-in  with  the  designated  library  staff 
member.  The  representative  will  be  escorted  to  the  meeting  room  for  a  check  of  the  facility. 
After  the  meeting,  the  representative  will  report  back  for  a  walk-through  of  the  facility.  The 
library's  copy  of  the  contract  will  then  be  marked  as  satisfactory  or  not  satisfactory. 

G.  Users  who  have  failed  to  observe  branch  library  meeting  room  regulations  will  be  reported 
to  the  library  adrninistration.  If  and  when  necessary,  a  list  will  be  issued  identifying  the  users 
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which  have  been  barred  from  future  meeting  room  use.  This  list  is  to  be  kept  in  the  meeting 
room  booking  calendar  in  each  agency. 

H.       Statistical  data  on  meeting  room  use  is  to  be  kept  and  submitted  monthly  on  the  appropriate 
forms. 

Approved:  Library  Board  of  Trustees  -  April  27,  1994 
Revised:  December  1,  1995 


June  Garcia,  Library  Director 
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SAN  ANTONIO  PUBLIC  LIBRARY 
CONTRACT  FOR  USE  OF  BRANCH  LIBRARY  MEETING  ROOM 


Name  of  Organization 


Date: 


Address: 


Phone: 


Name  of  individual  signing  contract: 


Address: 


Phone: 


Date  of  meeting: 


Time:  from 


to 


Attendance  expected: 


j  do  agree  to  abide  by  the  following  regulations: 


1.  A  use  fee  of  $10.00  per  hour  must  be  paid  at  the  time  of  booking.  Checks  or  money  orders  should  be 
made  out  to  the  San  Antonio  Public  Library.  Costs  are  based  on  the  current  fee  schedule  established 
by  the  City  Council,  upon  recommendation  of  the  Library  Board. 

2.  Food  or  beverages  are  allowed  in  the  meeting  rooms  if  prior  approval  is  received  from  the  agency 
administrator.  Alcoholic  beverages  may  be  served  if  prior  authorization  is  received  from  the  Library 


3.  The  user  will  receive  a  full  refund  if  cancellation  notice  is  made  24  hours  prior  to  scheduled  use  of 
the  room.  The  contract  and  original  receipt  must  be  presented  when  requesting  the  refund. 

4.  Library  staff  will  not  handle,  care  for  or  act  as  custodian  of  any  equipment  or  property  belonging  to 
the  organization  or  its  representatives.  The  library  shall  not  be  liable  for  any  loss  or  damage  to  such 
property.  The  library  will  not  store  supplies  for  future  meetings. 

5.  The  library  reserves  the  right  to  eject  or  cause  to  be  ejected  from  the  facilities  any  disorderly  person 
or  persons.  Neither  the  City  nor  its  employees  shall  be  liable  to  users  for  any  damages  that  may  result 
from  such  action. 

6.  It  will  be  the  responsibility  of  the  applicant  to  follow  all  applicable  local,  state  and  federal  safety  rules 
and  regulations. 

7.  Any  damage  resulting  from  use  of  the  facility  shall  be  paid  by  the  user. 

8.  User  is  responsible  for  setting  up  and  leaving  the  room  in  the  condition  in  which  it  was  found, 
including  disposal  of  any  waste  material  in  appropriate  receptacles. 


Director. 


Branch  Library  Meeting  Rooms  -  ADMIN  5 
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9.  Any  person  desiring  to  attend  or  participate  in  any  meeting  may  do  so.  Meeting  room  doors  must 
remain  unlocked  and  meetings  must  remain  open  to  the  public. 

10.  No  admission  fees  may  be  charged  for  a  meeting  held  in  a  branch  library  meeting  room. 

1 1 .  Handouts  may  be  distributed  inside  the  meeting  room,  immediately  outside  the  meeting  room,  or 
outside  the  branch  library. 

12.  Groups  not  complying  with  the  above  regulations  will  not  be  allowed  future  use  of  any  San  Antonio 
Public  Library  meeting  room. 

I  have  seen  the  meeting  room.  I  have  read  and  agree  to  abide  by  the  above  meeting  room  regulations  of  the 
San  Antonio  Public  Library. 


SIGNATURE  OF  APPLICANT: 


DATE: 


For  Library  Use  Only 


Receipt  # 


Amount  Paid:  $ 


Date  of  meeting 


Time: 


Posted  on  meeting  room  calendar  by: 


Date: 


Meeting  room  check: 


Satisfactory 


Not  Satisfactory 


Room  check  completed  by: 
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POLICY  FOR  POSTING,  DISPLAY  AND  DISTRIBUTIOr^  RECEIVED 

OF  MATERIALS  nn„ 

Berkeley  Public  Library  SEP  2  5  199/ 

LIBRARIANS  OFFICI 

The  Board  of  Library  Trustees  of  the  Berkeley  Public  Library  has  established 
the  following  policy  regarding  the  use  of  library  grounds,  furniture,  bulletin 
boards,  display  cases,  and  free  printed  matter  distribution  areas. 

MATERIAL  BY  LOCATION 

1.  VESTIBULE  DISPLAY  CASE  -  CENTRAL  LIBRARY 

The  Vestibule  Display  Case  in  the  Central  Library  is  designed  for  use  by  the 
library  and  by  groups  which  construct  and  design  displays  of  broad  general 
interest  to  the  community.  It  is  available  for  educational,  informative,  and 
historical  displays.  Library  books  and  related  materials  should  be  incorporated 
into  displays  whenever  possible.  Groups  using  this  case  are  responsible  for  the 
organization  and  placement  of  their  displays.  The  library  reserves  the  right  to 
remove  all  or  part  of  any  display  which  does  not  conform  to  the  general 
provisions  listed  below.  The  Vestibule  Display  Case  must  be  reserved  in 
advance  and  the  subject  of  the  proposed  display  must  be  approved  by  the 
Director  of  Library  Services. 

2.  BULLETIN  BOARDS 

The  library  makes  various  bulletin  boards  available  to  the  public  for  the  posting 
of  materials  advertising  events,  groups  or  individual  services.  All  such  postings 
must  be  approved  by  the  library. 

3.  FREE  PRINTED  MATTER  DISTRIBUTION  AREAS 

The  Berkeley  Public  Library  provides  limited  space  for  the  distribution  of  various 
free,  unsolicited  printed  matter.  The  library  reserves  the  right  to  decide  the 
conditions  of  display,  housing  and  access  to  these  materials.  The  library  is  not 
responsible  for  maintaining  these  materials  and  it  reserves  the  right  to  keep  or 
dispose  of  any  unsolicited  material  based  upon  available  space  and  the  general 
provisions  listed  below. 

TYPES  OF  MATERIAL  CONSIDERED 
1.  POLITICAL/ELECTION  MATERIALS 

Local  election  materials  may  be  displayed  or  distributed  at  an  "Election  Table" 
provided  by  the  library  during  campaigns.  All  candidates  and  campaign 
committees  will  be  notified  and  invited  to  provide  materials  for  public 
distribution.  The  library  is  not  responsible  for  maintaining  the  materials  on 
these  tables,  and  takes  no  position  on  campaign  issues  unrelated  to  library 
services  or  development. 


RULES  AND  REGULATIONS  FOR  USE  OF  LIBRARY  GROUNDS, 
BUILDINGS  AND  EQUIPMENT  FOR  MEETINGS  AND  OTHER 

EVENTS 


Issuance  of  Permits 

1 .  Requests  for  use  of  library  grounds,  buildings  or  equipment  must  be 
submitted  on  an  official  application  form  by  an  authorized  representative  of  the 
organization  requesting  the  use. 

2.  Requests  for  use  of  such  facilities  must  be  submitted  to  the  Director  of  Library 
Services  or  an  authorized  representative  not  less  than  one  month  before  the 
requested  date  of  use. 

3.  The  Director  of  Library  Services  or  an  authorized  representative  has 
authority  to  issue  permits  for  the  use  of  library  buildings,  or  grounds,  subject  to 
the  conditions  and  requirements  herein  set  forth. 

4.  Permits  may  be  issued  for  up  to  six  (6)  months.  Groups  and  organizations 
may  renew  permits  for  up  to  six  (6)  months  providing  there  are  no  conflicts  with 
groups  or  organizations  who  may  have  submitted  prior  requests.  Generally, 
meeting  room  use  is  limited  to  once  a  month.  Renewal  requests  may  be 
submitted  no  more  than  two  (2)  months  before  the  expiration  of  the  original 
request.  If  there  is  a  conflict  between  a  renewal  request  and  a  request 
submitted  by  another  group  or  organization,  permits  will  be  granted  based  on 
needs  as  determined  by  the  Director  of  Library  Services. 

5.  The  library  reserves  the  right  to  cancel  or  deny  permits  at  any  time  should 
meeting  rooms  be  needed  for  library  use. 

Conditions  of  Use 

1 .  Permits  are  issued  for  specific  hours  and  dates.  When  the  authorized 
function  is  over,  program  organizers  are  responsible  for  vacating  the  facilities. 

2.  Activities  proposed  for  meeting  rooms  shall  not  interfere  with  the  use  of 
buildings,  grounds  or  equipment  for  library  purposes. 

3.  Permits  shall  be  granted  only  for  the  use  of  groups  or  organizations  and  not 
for  individual  use. 

4.  Permits  for  use  of  library  facilities  for  meetings  shall  be  granted  only  on  the 
condition  that  such  meetings  shall  be  open  to  the  public. 


Berkeley  Public  Library 


A- 


Perpetual  Plaque  —  Berkeley  Public  Library 

The  purpose  of  a  perpetual  plaque  is  to  recognize  individuals  who  make 
substantial  donations  to  the  library.  The  plaque  is  housed  in  a  prominent 
place  in  the  Central  Library. 

General  Statement: 

The  Berkeley  Public  Library 
supports  individuals  as  they  seek 
knowledge  and  information. 
Board  of  Library  Trustees 
1991 

Guidelines: 

1.  The  minimum  donation  for  a  plate  is  $250.00. 

2.  The  Library  is  responsible  for  engraving  the  plates. 

3.  The  plate  may  be  used  to  recognize  individual  or  memorial  donations. 

4.  Text  shall  be  brief,  a  maximum  of  two  lines.  The  Director  of  Library 
Services  shall  determine  appropriate  language  for  plates. 

5.  All  donations  shall  be  made  to  the  "Berkeley  Public  Library  Gift  Fund."  An 
acknowledgement  letter  will  be  sent  to  all  donors,  or  to  the  family  if  a 
memorial  donation. 

6.  Funds  collected  from  these  donations  will  be  deposited  in  the  Library's  Gift 
Fund  and  will  be  used  for  general  library  purposes,  unless  specifically 
designated  by  the  donor. 

7.  The  Board  of  Library  Trustees  may  designate  memorial  plates  to  honor 
library  supporters. 


2/91 
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MATERIALS  SELECTION  POLICY 

Berkeley  Public  Library 


General  Objectives 

The  Berkeley  Public  Library  selects,  organizes,  preserves,  maintains, 
and  makes  freely  available  to  all  people  materials  which  will  aid  them  in  the 
pursuit  of  education,  information,  research  and  recreation.  The  library  works 
toward  the  maximum  use  of  its  collection  by  the  greatest  number  of  people  and 
continuously  strives  to  reflect  the  cultural  and  ethnic  diversity  of  the  Berkeley 
population. 

The  library  seeks  to  promote  endeavors  which  will  stimulate  and  expand 
the  reading  interests  of  children  and  adults,  and  seeks  to  coordinate  this  work 
with  that  of  other  educational,  social  and  cultural  groups  in  the  community. 

It  is  the  responsibility  of  the  library  within  the  limitations  of  space  and 
budget  to  respond  to  the  reading  and  informational  needs  of  the  whole 
community.  The  library  endeavors  to  achieve  this  through  the  responsive 
selection,  acquisition  and  organization  of  library  materials,  and  to  provide 
skilled  guidance  in  their  use.  The  library  also  utilizes  the  collection  of  the  State 
Library  and  other  cooperating  libraries  to  meet  citizen  needs.  The  library 
continuously  works  at  making  its  resources  and  activities  known  throughout  the 
community  by  ongoing  publicity  efforts. 

In  its  selection  of  materials,  the  Berkeley  Public  Library  subscribes  fully 
to  the  principles  adopted  by  the  American  Library  Association  in  its  Library  Bill 
of  Rights,  and  endorses  its  stand  that  the  freedom  to  read  is  essential  to  our 
democracy.  It  is  the  function  and  duty  of  the  public  library  to  provide  the  means, 
whenever  possible,  through  which  all  persons  may  have  free  access  to  the 
thinking  on  all  sides  of  all  ideas. 

Responsibility  for  Selection 

Final  responsibility  for  materials  selection  rests  with  the  Director  of 
Library  Services,  who  operates  within  the  framework  of  policies  determined  by 
the  Board  of  Library  Trustees.  However,  the  responsibility  for  initial  materials 
selection  is  shared  by  every  professional  member  of  the  staff,  since  no  one 
person  is  omniscient  nor  fully  qualified  to  determine  the  reading  needs  of 
members  of  all  sections  of  the  community.  Suggestions  from  patrons  are 
always  welcomed  and  are  given  serious  consideration.  Branch  librarians  seek 
to  respond  to  the  needs  of  their  service  areas  and  may  develop  specialized 
collections. 


Reference  Materials.  Factors  considered  in  the  selection  of  reference  materials 
are  authority,  reliability,  scope,  treatment,  arrangement,  format,  cost,  and 
existing  library  holdings.  The  library  collects  and  preserves  documents 
primarily  of  local  importance,  with  emphasis  upon  those  published  by  the 
municipal  government  of  Berkeley,  the  cities  and  counties  of  the  Bay  Area,  and 
quasi-governmental  agencies  in  the  area.  U.S.  and  the  State  of  California 
documents  of  general  interest  are  evaluated  by  the  same  general  criteria  used 
for  other  adult  non-fiction. 

Magazines  and  Newspapers.  Basic  popular,  general  informational,  and 
scholarly  magazines  are  selected  to  supplement  the  book  collection,  bring  book 
information  up  to  date,  and  to  fill  in  those  areas  where  book  resources  are 
weak,  inferior,  or  non-existent. 

Newspapers  are  selected  to  meet  reference  and  research  needs  of  patrons,  to 
provide  current  information,  and  to  satisfy  casual  interest  in  current  events: 
Local,  national,  and  foreign  newspapers  are  supplied  based  on  demand  and 
within  budget  and  space  limitations. 

Non-Book  Materials.  The  library  recognizes  the  importance  of  non-book 
materials  as  a  supplement  to  its  book  collection.  It  provides  phonograph 
recordings,  compact  discs,  and  cassettes  in  all  fields  of  music,  and  non-musical 
recordings  such  as  poetry,  plays,  speeches,  and  books  on  tape.  Art 
reproductions  and  slides  are  also  available.  Additional  non-book  materials  may 
be  supplied  upon  demand  and  within  budget  and  space  limitations.  The  library 
is  aware  of  new  technology  in  the  non-book  field,  and  attempts  to  provide  new 
services  as  needed. 

Gifts 

Gifts  accepted  by  the  Berkeley  Public  Library  are  judged  upon  the  same  criteria 
as  purchased  materials.  They  are  considered  with  the  explicit  understanding 
that  such  factors  as  duplication,  lack  of  community  interest,  processing  costs,  or 
space  limitations  may  prevent  their  addition  to  the  collection.  Gifts  are  accepted 
with  the  understanding  that  the  library,  if  it  cannot  use  them,  may  dispose  of 
them  through  the  Friends  of  the  Library. 


Approved  by  the  Board  of  Library  Trustees,  9/87 


BERIELEY  PUBLIC  LIBRARY 

ADMINISTRATIVE  POLICY  WITH  RESPECT  TO  PURCHASES  UNDER  $15,000 


I .  Requisitions 

All  requisitions  must  be  for  items  which  have  been  budgeted 
by  the  Board  of  Library  Trustees  and  for  goods,  supplies  or 
services  which  are  currently  required  to  meet  the  operating 
needs  of  the  library. 

Any  requisitions  for  items  in  excess  of  $3,000  are  to  be 
approved  by  the  Director  of  Library  Services  prior  to  the 
preparation  of  a  purchase  order.  The  date  of  the  Director's 
approval  will  be  noted  on  the  requisition. 

II .  Purchasing  Procedures 

It  is  important  to  insure  that  purchasing  procedures  are 
competitive,  that  there  is  sufficient  solicitation  of  bids  for 
the  lowest  responsible  price  for  the  goods  and  services,  and  that 
affirmative  action  goals  are  met.  -I-fe — must — aloo  bo — remembered 
t  h-a-fe — Berkeley — p-o-1  i  c-y — p  r  o  h  i  b  i  fe-s — fe-h-e — purchasing — o-f- — goods — o-r 
services — f-rom — firms — vfro — d-o — business — ta — South — Africa — (-por — 53  r  0-3-8 — 
N.S.  )  .  (ppetLet) 

A.  Items  from  $1  to  $500  can  be  awarded  based  on  price 
lists  or  telephone  quotations.  Items  from  $501  to  $3,000  should 
receive  at  least  3  written  or  telephone  quotations,   if  available. 

B.  Items  ranging  in  cost  from  $3,001  to  $15,000  will 
require  informal  bidding  procedures,  with  bid  solicitations 
mailed  out  to  at  least  5  firms   (if  available). 

C.  Items  in  excess  of  $15,000  will  usually  require  sealed 
bidding  procedures.  The  bid  solicitation  will  require  that  bids 
be  sealed  and  opened  at  a  stated  time  and  place.  Exceptions  to 
this  procedure  must  receive  prior  approval  of  the  Director  of 
Library  Services. 

Specifications  and  a  bid  list  will  be  established  by  the 
Director  of  Library  Services  or  the  Purchasing  Agent  and  cleared 
by  the  City  Manager's  office  (Contract  Compliance  Officer)  prior 
to  bid  solicitations.  The  Contract  Compliance  Officer  should  be 
present  at  bid  openings  for  items  ranging  over  $15,000. 

D.  The  Director  of  Library  Services  will  approve  all  awards 
from  $3,001   to  $15,000. 

E.  Items  in  excess  of  $15,000  will  go  through  the  normal 
Board  of  Library  Trustees  authorization  procedure. 


/US' 

POLICY  FOR  LIBRARY  PROGRAMS 

Berkeley  Public  Library 


The  aim  of  Berkeley  Public  Library  programming  is  to  provide  information, 
education,  culture  and  recreation  to  library  users.  To  this  end,  programs  will 
make  use  of  staff,  books,  library  and  community  resources,  resource  people, 
displays,  and  media  presentations.  Programs  are  provided  'for  the  interest, 
information,  and  enlightenment  of  all  people  of  the  community  that  the  library 
serves.'* 

Library  staff  shall  choose  topics,  speakers,  courses,  classes,  and  resource 
materials  based  on  the  interests  and  needs  of  patrons  and  the  community. 
Programming  shall  not  exclude  certain  topics,  books,  speakers,  media,  and 
other  resources  solely  because  they  might  be  controversial. 


'Article  1,  Library  Bill  of  Rights 

Adopted  12/17/87 
Revised  7/25/90 
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Berkeley  Public  Library 
Volunteer  Program  Policy 

Purpose 

The  Berkeley  Public  Library  Volunteer  Program  is  designed  to  expand  and  enhance 
public  service  to  the  community.  Volunteers  generally  provide  support  services  to 
paid  staff  and/ or  work  on  special  projects. 

Selection  and  Registration 

Volunteers  are  selected  based  on  their  qualifications  and  the  needs  of  the  library  at 
any  given  time. 

Volunteers  may  work  in  the  library  after  the  Volunteer  Registration  form  has  been 
approved  by  the  Director  of  Library  Services  and  is  on  file  in  the  Administrative 
Office.  Volunteers  will  receive  a  copy  of  the  Volunteer  Program  Policy. 

Job  Descriptions,  Training,  and  Supervision 

Job  descriptions  outline  qualifications,  duties  and  training  requirements  for  each 
volunteer  position. 

Volunteers  will  be  assigned  to  work  with,  and  be  trained  by,  a  specific  supervisor  in 
one  of  the  departments  or  branches  of  the  library. 

Volunteers  are  expected  to  take  directions  from  the  supervisor  who  is  responsible 
for  their  work  and  may  be  terminated  by  that  supervisor. 

Work  Schedules 

Volunteers  shall  work  during  hours  when  adequate  supervision  is  available. 

Work  schedules  and  specific  time  commitments  will  be  arranged  individually  by 
each  volunteer  and  his/her  supervisor.  Volunteers  who  cannot  meet  a  scheduled 
work  assignment  shall  inform  the  supervisor  in  advance. 

The  number  of  hours  worked  by  a  volunteer  will  vary  depending  on  the  time 
commitment  made  by  the  volunteer  and  the  needs  of  the  department  to  which  the 
volunteer  is  assigned.  In  no  case  may  a  volunteer  work  over  40  hours  per  week. 

Employment  of  Volunteers  in  the  Library 

Volunteers  shall  follow  the  City  of  Berkeley  employment  process  in  order  to  obtain 
paid  employment  in  the  library.  A  volunteer  must  be  the  on  the  appropriate 
eligibility  list  before  he/she  may  become  a  paid  employee  of  the  library. 

Insurance 

Worker's  Compensation  does  not  cover  library  volunteers. 

Volunteers  can  not  use  City  vehicles  as  part  of  their  volunteer  assignment. 

Volunteers  who  use  their  own  cars  as  part  of  the  volunteer  assignment  are  required 
to  use  their  own  insurance  and  must  sign  a  waiver  releasing  the  City  from  liability. 

Revised  May  26,  1983 
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Berkeley  Public  Library 
Volunteer  Job  Description  and  Procedures 

Job  Description 

Volunteers  provide  support  services  to  library  staff  and/or  work  on  special  projects. 
Frequently  the  work  is  varied  and  involves  different  routine  tasks  such  as  labeling 
picture  books,  stamping  various  materials,  or  helping  with  clerical  tasks.  More 
specialized  tasks  might  include  working  as  a  tutor  in  the  library  literacy  program  or 
delivering  materials  to  patrons  in  the  outreach  program. 

Assignments  are  based  on  the  interests,  skills,  and  abilities  of  the  volunteer  and  the 
needs  of  the  library  at  any  given  time.  Tasks  are  usually  agreed  on  by  the  volunteer 
and  the  supervisor  prior  to  placement. 

Training  will  be  provided,  as  needed,  by  the  immediate  supervisor  of  the  volunteer. 
Procedures 

Volunteers  are  generally  required  to  make  a  commitment  of  at  least  six  months; 
they  may  work  from  a  few  hours  a  week  up  to  a  maximum  of  40  hours  per  week.  In 
no  case  may  a  volunteer  work  over  40  hours  per  week. 

Volunteers  are  required  to  wear  name  badges  when  working  in  the  library  and  to 
return  the  badge  to  their  supervisor  when  they  terminate. 

Volunteers  must  advise  supervisors  of  any  changes  in  schedule,  absences,  vacations, 
etc. 

Volunteers  must  complete  a  monthly  report  of  hours  and  submit  it  to  their 
supervisor  at  the  end  of  each  month. 
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To:     Janet  Turman,  Central  Library 
Special  Services  Coordinator 


Date: 


Berkeley  Public  Library 

Volunteer  Requisition  Form 


Volunteer  Job  Title: 

(or  attach  new  Job  Description) 

Library  Supervisor/contact  person: 

phone: 

Library  Division: 

Volunteer  Needed:  days: 

hours: 

Additional  Information: 


Please  Do  Not  Write  Below  -  for  Volunteer  Program  Use 
Volunteer  referred  for  interview 


Name: 

Phone: 

Date: 

Response: 

Accepted 

Not  accepted 

Date: 

Notes: 

fWlLHH  |||H 


■I 


Hi 


SEISM'S 


mi 


1  ' 


nil 


Hi 


ItllS 

Hi 


m 


WMmm 


'IS 


